
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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^
Agency

Maryland Environmental Service

Division/Unit
Administration/Procurement

Item
No.

Description Retention

1.

2 .

3 .

4 .

Purchase Orders by Vendor

Purchase Orders - Numeric

Equipment and Supply BIDs

Purchase Order Logs

Destroy after 5
years.

Destroy after 2
years.

Destroy after 5
years.

Destroy after 2
years.

I

Schedule Approved by Department,
Agency,
or Division Representative.

Date / ? //%( ^
Signntnrp yt#w
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••-• i|TitlP Procurement S Contracts

Schedule Authorized by State Archivist
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Date.

•Qignafro ^Lr^jtC /#**4><«/
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Instructions - TVD« or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

_ Jepartment/Agency

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and dspositicn purposes.

4 Record Series Title yrt / , \ ^ 5 Earliest Year/latest Year
to

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or (unction of T*

7. Record Series Format(s)

^BCLetter Size O Microfilm

a Legal Size O Computer Tape

O Bound Book O Floppy Disk

J Audio Tape O Video Tape

D Other (specify)

S. Record Series Sequence

y^ Alphabetical

D Numerical

O Chronological

• Geographical

D Other (specify)

S. Volume

V
Number

££^Re Orawors)
O Wiensfllm R—Us

a Ccfrputer Tape's.
C Crer (specify)

10. Annual Accurr.ulatxn
^BCTF^e Drawers)

G Microfilm P.oetts
• Computer Tspe<s
C Cr.er (specS >

x
(Mumber

11 Rle is Uŝ
Daily O Weekly D Monthly

12. File 3eccmes Inactive After
/ D Month(s)

Number
X ^aar;s!

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere7

(If yes. specify agency or office)
Js( Yes O No /

15. Access Restrictions D Yes Jfj*°
(If Yes. cite Law(s) & Regulation(s) ^ ^

16. Audit Requirements

None D State O Federal O IrCecendent

17 Is an Index System Useo"? (If yes. explain briefly and describe
any hadware/software

18 Reccmmended Retention

D Yes ^ N o

9. nw»iiniranuifu nutuiiuun ^^^^-

Name and Title of Preparer

'$£*"''* A&/S'*lc>' fi^fe*.

20. Telephone Number

y/o-?7y-7*72-
21. Date

t/^f/of
JGS 550-4 (Rev. 1/93)

-igure 1



Instructions • Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

_ JepartmentfAgency

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

DEFINITION • RECCRO SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dsposrbcn purposes.

4. Record Series Title

fit «e//sffJE. 0/®£&;-M*f<£<-''<:'
5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of Informaticnn/documents/forms found in the series. Indude the purpose or function sf 3ve series.

/<<4''7<&e?<:-*.//>S /*-«& /f^^: ^s^s> /?s <? tPf^/t-^f

7. Record Series Format(s)

^fcSLatter Size D Microfilm

O Legal Size D Computer Tape

O Bound Book Q Floppy Disk

J Audio Tape 0 Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

/^S^_Numerical

D Chronological

D Geographical

D Other (specify)

S. VclLme

Number

^fcJ^Fte Drawers)
D Microfilm RMI(S)

D Ccrr.puter Tace(s)
G Ctner (specify)

10. Annual Accumulation
^N^Fie Drawers)

, _ _ O Microfilm ReeKs)
•-y D Ccmputer Tape(s;

Number Q Orer (specfy)

11 File is Used
yf Daily O Weekly • Monthly

12. File 3ecomes Inactive After
/ D Month(s)

Number
^t^Yaar(s)

13. Current Location(s) (Blcg.. Floor. Room)

//£#$#* ^7£<L J//% G CX sZff&Sf

14. Is Record Series Duplicated Elsewhere''
(If yes. specify agency or office)

JSCYes O No , / yf

15. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

y{jk>\rie O State O Federal O Independent

17 Is an Index System Used'' (If yes. explain briefly and describe
any hadware/software

18. Recommended Retention

C Yes ^aUOe—

Name and Title of Preparer 20. Telephone Number 21. Date

T/O.
JCaS 350-4 (Rev. 1/93)

-igure 1



Instructions • Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

_ JepartmenVAgency 2. Division 3. Unit

/f-J) fjJ/f^f 77**1 ^/fCffaf'SrJ&-

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention ar.d disposition purposes.

4 Record Series Titled senes line .

6. Record Series Description (Briefly describe the types of informationn/documents/forrns found in the series. Include tto purpose or function cl tM series.

7. Record Series Format(s)

Vtetter Size D Microfilm

O Legal Size D Computer Tape

Q Bound Book D Floppy Disk

J Audio Tape D Video Tape

D Other (specify) x~ .-

8. Record Series Sequence

Q Alphabetical

N ^ ^ Numerical

O Chronological

• Geographical

O Other (specify)

S Volume

^2r
Number

_ ^ ^ ~ B e Dra-«ers)
C M«rof!Im R M I ( ] )

O Ccrrputer Tape(s)
C Cner (specify)

1C. Annusl Accurr.ulaccn
_J&LF\Q Drawees)

^ X - — D Microfilm Ree»{s)
/Is' D Computer Tspe(s;

Number C Oner (specty)

11 File is Used
X Daily G Weekly • Monthly

12. File 3eccmes Inactive After
/ D Month(s)

Number'
^K Yaar(s)

13. Current Location(s) (Bldg.. Poor, Room) 14. Is Record Series Duplicated Elsewhere9

(If yes. specify agency or office)
D Yes J&f No

15. Access Restrictions u Yes
(If Yes. cite Law(s) & Regulation(s)

No 16. Audit Requirements

C None G State C Federal C Independent

17 Is an Index System Used? (If yes. explain briefly and describe
any hadware/software

IS. Recommended Retention

G Yes KNO

Name and Title,of Pn 20. Telephone Number

{//O-?7?-7<*7J.

21. Date

y/z?/*/
JUb soO-4 (Hev. 1/93)
rigure 1
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Instructions - Tvoa or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

_ JepartmenVAgency , .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

DEFINITION - RECORO SERIES - A group of related records normally filed and used as a unit for reference as well as retention and deposition purposes.

4 Record Series TjJJa

/^ /e<^^f £zeAdr*r Joes'
5. Earliest Year/Utast Year |

to |

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function si frw ser*s

7. Record Series Format(s)

Q Letter Size D Microfilm

D Legal Size

O Bound Book

J Audio Tape

• Computer Tape

O Floppy Disk

D Video Tape

jHOther (specify) ^

8. Record Series Sequence

Q Alphabetical

^SsNumerical

D Chronological

D Geographical

D Other (specify)

9. Volume

/
Number

C Fie Drawers)
Q Microfilm Rad(s)

D Ccrrputer Tace(s)
JX Ctner (specify)

3*A
1C. Annual Accyrr.ulation

D Fne Drawers)
D Microfilm ReeKs)

• Computer Tapers)
Number VrSxpt (spec-fy)

/

11 File is Used.
^ D a i l y n Weekly D Monthly

12. File Becomes Inactive After
/ D Month(s)

Number
JiS^ Yaar(s)

13. Current Location(s) (Bldg.. Floor. Room)

//fiPQ^t&tffr //k^^i^T"'

14. Is Record Series Duplicated Elsewhere'
(If yes. specify agency or office)
D Yes

15. Access Restrictions a Yes
(If Yes. cite Law(s) & Regulation(s)

XNc_ 16. Audit Requirements

)gf None Q State D Federal • Independent

17 Is an Index System Used? (If yes. explain briefly and describe
any hadware/software

18. Recsmmended Retention

Q Yes />CNO

J<e.
Name and Title of Preparer

fe^/'o« 4&&sJC-/'£«?&/£

20. Telephone Number

^/o- ?7Y-7^7-
21. Date

y±7,
Kjb 350-4 (Hev. t/93)

"igure 1
- 2 5 -


